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➢ Experienced HR & Payroll Team: 30+ years of 
experience

➢ We build and maintain relationships, not client lists

➢ Centralized, custom support for small & mid-size 
companies across multiple industries

➢ Clients and employees Maine to California

➢ High-touch service model and reputation for 
outstanding performance

➢ Seasoned professionals with strong expertise, 
SPHR/SCP certifications and/or Master’s Degrees 
with experience across all industries and 
municipalities

➢ Provide neutral, objective third-party HR function

Who We Are
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A Few of Our Clients…
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Areas of Focus

➢ HR Policies, Procedures and Processes
➢ Performance Management and Salary Administration
➢ Management Training and Development
➢ HR Administrative staff levels and functions
➢ Employment related risk management
➢ Opportunities for and utilization of automation in HR 

and Payroll systems
➢ Record Keeping and Compliance
➢ Metrics: productivity of the HR department, fiscal 

management, internal service, and quality of outputs  
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Methodology

➢ Interviews with 27 key stakeholders.  A questionnaire was 
utilized to facilitate the conversation, ensure consistency and 
document responses

➢ Review and audit of a cross section of personnel files

➢ Review and audit of a cross section of Form I-9

➢ Review of supporting documentation (benefit summaries, 
policies, handbook, CBA, etc.)

➢ Audit of the employee bulletin boards to ensure compliance 
with applicable labor laws and required postings
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HRCG Responsibilities

➢ Provide prompt response to client communication

➢ Meet with Staff in the following areas:
▪ HR & Benefits Administration, Payroll/Finance and Department 

Heads

➢ Review of HR related forms and documents including but 
not limited to the following:
▪ City Charter 
▪ Collective Bargaining Agreements 
▪ Pre-Employment Paperwork 
▪ Benefit Enrollment Forms/Plan Documents 
▪ COBRA forms     
▪ Separation Forms    
▪ Worker Compensation Incident Reports 
▪ Policies/Procedures/Handbooks 
▪ Form I-9 Sample 

▪ Post-Employment Paperwork 
▪ Performance Appraisal Forms 
▪ Leave Requests and Related Response  

▪ OSHA Reports 

▪ Job Descriptions and Job Postings 

▪ Personnel Files/Folders - Sample 
▪ Interview Files/Folders 
▪ Employee Licenses   
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HRCG Responsibilities

➢ Review payroll related forms and documents including 
but not limited to the following:

▪ Time and Attendance Reporting

▪ Payroll Reports, Payroll Change Forms

▪ Two (2) complete payroll cycles and related 
documentation 

▪ Any forms received by other departments and 
processed by payroll

➢ Present findings  
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Major Findings

➢ Inadequate EEO/AA statement

➢ Employment application is not 

compliant

➢No Applicant Tracking System

➢ Lack of Offer Letters

➢Voluntary Disclosure EEO-1 form

Minor Findings

➢ Time to fill is significant

➢ Consider use of e-verify

Hiring & Employment
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Major Findings

➢ FLSA Misclassifications

➢ Director of Public Health is in same union as subordinates

➢ “Pay as you Go” payouts at termination

➢ Benefit Administration issues and no dedicated Benefit 
Coordinator

Compensation & Benefits
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Major Findings

➢No full-time Risk Manager for the City or BOE

➢Minutes from the Safety Committee were not available at 

time of request

Workers’ Compensation
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Major Findings

➢ Lack of formal consistent HR 

operating processes

➢Employment Eligibility 
Verification (USCIS Form I-9) –
incomplete, blank, lack of 
signatures

➢Personnel files contain PHI and 
other confidential data that 
should not be included

➢ No metrics (KPI’s) new hires, 
termination, turnover, tenure, 
turnover by tenure, etc.

➢ Under utilization of MUNIS

➢ Manual paper processes – use 
of cards to track information

➢ Limited reporting capabilities

HR Administration
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Staff Development

Major Findings

➢ MUNIS Training is inadequate

➢ Performance Management is not consistently done

➢ No Formal Succession Plan

➢ Funding for training
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➢ DPW removing lunch and 
paying for time not worked

➢ Limited understanding of 
NovaTime

➢ “Shift switching” at ERS

➢ Inconsistent use of NovaTime 
for accruals

➢ Inconsistent communication 
for LOA and WC leave

➢ Lack of agile reporting

Payroll Administration

Major Findings
➢ PPI Violation
➢ Labor intensive processes
➢ Two Separate IDs for Police 

Officers and ERS causes tax 
calculation issues and over 
payment of Social Security

➢ Ineffective processing of Time 
Worked due to manual systems 
(DPW)

➢ Increased cost and time 
constraints of weekly payroll 

➢ Error in calculating time
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Payroll Administration

Minor Findings

➢ No check lists or payroll notes

➢ No Payroll Procedure Manual

➢ Inconsistent Payroll processes (vacation buyback and 
schedules)

➢ Inconsistency with Health Department punching

➢ Slow communication of Union Contract changes

➢ Lack of ongoing education (i.e. tax changes)
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Culture & Climate

➢ Unionized workforce 

➢ High degree of longevity

➢ Employees concerned about current financial conditions 

➢ Culture described as relaxed and informal 

➢ Morale is low due to instability and uncertainty of current 
issues   

➢ Workforce finds difficulty in moving forward  

➢ “We’ve always done it this way”

16



Personnel Department

Major findings
➢ Paper driven environment
➢ No initiative to implement or utilize systems
➢ No initiative for ongoing HR training
➢ Personnel department employees have significant longevity
➢ Task driven rather than strategically focused
➢ Needs to be more proactive in building the desired culture
➢ Personnel department cannot act independently
➢ No Benefits Coordinator
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➢ Rename Human Resources to Community Services in order to clarify 
the difference in the functions

➢ Implementation of adequate technology (which encompasses 
process improvement in TLM and Payroll) is critical to support 
current headcount and effectively utilize labor

➢ Conduct a complete Form I-9 Audit

➢ Analyze FLSA exemptions for accuracy and make corrections as 
needed

➢ Additional support (2 FTEs) around benefits and risk management is 
needed

➢ Consider outsourcing Payroll, HR and Benefits Administration

➢ Correct/minimize “Major Findings” 

Recommendations
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Thank you for your time!



HR Audit Results
Board of Education

20



Major Findings

➢Employment applications are not compliant

➢DCF-3031 Form is outdated

➢Use of Applicant Disclosure Statement is not in accordance 
with PA 16-67

➢Voluntary EEO-1 self disclosure

➢Use of databases for Applicant Tracking

➢Consider use of e-verify

Hiring & Employment 
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Major Findings

➢ Bifurcated Benefits Administration

➢ No electronic tracking of time accruals

➢ All BOE employees are paid as salaried

Compensation & Benefits
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Major Findings

➢No full-time Risk Manager for the BOE or City

Workers’ Compensation
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Major Findings

➢ No Succession Plan 

➢ Lack of cross training

➢ Under utilization of MUNIS

HR Administration
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Staff Development

Major Findings

➢ Limited Performance Management

➢ No Formal Succession Plan

➢ MUNIS training

➢ Personnel Department training

25



➢ Implementation of adequate technology (which 
encompasses process improvement in TLM and Payroll) is 
critical to support current headcount and effectively 
utilize labor

➢Correct/minimize “Major Findings” 

Recommendations
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Thank you for your time!
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To:          Municipal Accountability Review Board 

From :    Michael A. Milone, OPM/MARB Liaison 

Subject: State Partnership Plan Transition-Status Report 

 

                The transition of five of the City’s bargaining union members and non-

union management employees will be implemented on Jan. 1, 2020. This week, 

the staff from the Partnership Plan, in collaboration with the City’s Human 

Resources staff, completed the last phase of the information/orientation sessions 

for all interested employees. Also, new benefit cards have begun to be 

transmitted to the enrollees. 

                The process has gone relatively smoothly but within the last couple of 

days the Police Union has refused the City’s recent bargaining union contract 

offer, which included the change in benefit coverage to the State Plan. This 

negotiation impasse will now likely go to arbitration, but it will not delay the 

change in coverage for these union members. These coverage changes have 

already been processed and Labor Attorney Chris Hodgson has directed us to 

proceed as his opinion is that the existing Police union contract allows this benefit 

change under the contract conditions which he feels the City meets with this 

benefit plan. At next week’s meeting I will provide the status of the 

Memorandums of Understanding that have either been signed or are about to be 

signed by the other bargaining unions.        

       A few other developments of note relate to Anthem’s coverage of the 

remaining City and BOE employees and retirees who are currently not included in 

this transition. Initially and as I mentioned at the most recent MARB meeting, 

Anthem was considering increasing their rates on Jan. 1 for those remaining 
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individuals not moving to the State plan. Anthem has since decided that the rates 

will not be changed mid-year. However they did convey to the City’s benefit 

consultants, Lockton, that should the BOE employees migrate to the State plan in 

July, 2020, Anthem will no longer cover those remaining City/BOE retirees who 

would likely not transition to the State plan at that time. Lockton has begun to 

research options for coverage for these groups and I will keep the MARB apprised 

of these developments. 

           At the MARB January meeting I will update the Board on the estimated 

savings associated with this change. In order to facilitate this change, the Human 

Resources Dept. had to review the coverage status of all eligible enrollees. As a 

result, the number of covered employees and the level of their coverage has likely 

changed somewhat from the enrollment numbers we used in July when 

estimating the savings for this change. I will have this updated information 

identified by bargaining unit and reflect the numbers used in July and December. 

While this estimated savings is only for one-half of the fiscal year I will also 

attempt to estimate the F.Y. ’21 savings if I can obtain the preliminary July 20 

rates from Anthem and the Partnership Plan. 

         I will be attending the Subcommittee meeting on Dec. 17, 2019 should you 

have any additional questions. 

 




